
USAJOBS 

Environmeni:al Protection 
Agency 

Job T itle: Administrative Specialist, GS-0301-07 
Agency: Environmental Protection Agency 
Hiring Organization: Environmental Protection Agency 
Job Announcement Number: LV-OAR-OT-2011 -0001 

SALARY RAN GE: 

OPEN PERIOD: 

SERIES S. GRA DE: 

$39,973.00 to $51,969.00 I 
to 

GS-0301-07 

POSITION INFORMATION: Full- time - Permanent 

PROMOTION POTENTIAL: 09 

DUTY LOCATIONS: many vacancies - Research Triangle Park, NC 

WHO MAY APPLY: UPWARD fvlOBILITY POSITION 

JOB SU MMARY: 

You are eligible to apply if you are a current GS-10 or 
below EPA employee wit hin the Office of Air Quality 
Planning and Standards located in Research Triangle 
Park, NC who is serving under either a : 
1) Career or career conditional appointment for at 
least 90 days; 
2) Veteran's Readjustment Authority appointment; 
OR 
3) Schedule A appointing authority for persons with 
disabilities 

Earth Day is every day at EPA• Our diverse workforce connects to more than JUSt a 
career-we share a common passion to promote a cleaner, healthier envoronment. We 
consistently rank as one of the top Federal agencies in which to work, with great 
benefits and work 
flexibilities. See more about us here: http://www.epa.gov. 

UPWARD MOBILJTY POSITION 
Thos Upward Mobility opportunity os located in t he Office of Air Quality Planning and 
Standards organizations of: 
-Air Quality Assessment Div ision; Central Operations and Resources Staffand, Health 
and E1w ironmenta l Impacts Division; and Sector Policies and Programs Division 
( Immediate Office) 

For more information on t his off ice, vis it their website: 
http://www. epa .gov /oar/ oaqps 

ABOUT EPA'S UPWARD MOBILITY PROGRAM: 
Upward Mobil ity is a career development program t hat provides increased 
opportunities for eligible employees to successful ly transition into administrative and 
technical positions with more career growth or potential. Upward Mobili ty is based on 
competitive selection and requires a training plan that is developed to prepare the 
selectee for a new career within the EPA. The training plan is 6 to 24 months in 
duration and consists of developmental work assignments, on the job train ing, formal 
onstruct1on and self-development activities directly related to the successful 
performance of the target level position by the selected employee. 

UPWARD MOBILITY POSITION(s) ARE FILLED AT THE BRIDGE/ENTRY LEVEL 

BRIDGE/ENTRY POSITION GRADE: GS-07 
TARGET POSITION GRADE: GS-09 
PROMOTION POTENTIAL: GS-09 

If you are below the GS-7 g rade level, you must also ful ly meet the OPM qualification 
requirements for the bridge/entry position grade (GS-7) on the closing date of the 
announcement; and you must also meet time-in-grade requirements within 30 days 
of the closing date of this announcement. 

NOTE: You are Ineligible for the Upward Mobility Program position if you occupy a two 
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-grade interval career ladder position with promotion potential above a GS-09; or you 
are a competi ti ve status, i.e., career or career condit ional employee, that meets the 
quali f icat ion requirements for the target level position. 

KEY REQUIREMENTS 

• If you are selected, an Upward Mobi li ty Training Plan is required. 
• If you are selected, a pre-employment background check is requ ired. 

• You must submit resume and required documents.(See How to Apply Tab) 

• You may be required to travel 1 to 5 days per month. 

DUTIES : 
At the full performance level, you wi ll : 

Ass ists in the analysis of current systems, processes, and technologies to identify 
opportunities for increased eff iciencies through the implementation of administrative 
functions. Conveys f indings by preparing technical papers, brief ings and reports to the 
g roup . 

Communicates with representatives at var ious levels, both within and outside the 
agency to identify software related processing req uirements, problems and 
opportunit ies for improvement. 

Coordinates tasks necessary for formulating budget requests. Checks accuracy of 
budget data; compares current to estimated funding needs; reviews expend itures to 
provide analys is reports and recommendations to the approving official. 
Monitor and compi les expenditure rates/reports and maintains records of obligation 
and expenditures wi thing available funds. 

You wi ll spend 25-50% of your work time on contracts, grants I cooperative 
agreements, and I or inter<~gency agreements. 

At the higher g rade level, your assignments will be more complex and you should 
need less guidance from your supervisor. 

QUALIFICATIONS REQUIRED: 
1) You must meet Upward f\1obi lity Program el igibility criteria as described within this 
announcement; AND 
2) You must NOT meet OPM qualification requirements at the TARGET level of the 
position at time of application; AND 
3) If you are currently at the GS-7 level or below, you must be eligible for the 
bridge/entry g rade level under one of the following ways: A) At least one year of 
experience related to th is position described as: 1) Provide administrative insight to 
increase program efficiencies; and 2) Rese<~rch materials to prepare formal 
administrative requests; OR, B) One full year of g raduate level education; OR, C) 
Super ior academic achievement degree in any academic discipl ine. 

SPECIAL UPWARD MOBILITY PROVISIONS AND REQUIREMENTS: 
You must meet Upward Mobil ity Program eligibility criter ia in order to be considered 
If you are selected, you will be required to : 
-- Work in collaboration with your supervisor and the Upward Mobility Coordinator to 
develop and sign a formal training plan within 30 days of being placed in t he Upward 
Mobi li ty position . 
-- Complete self evaluations and receive supervisory evaluations every 90 days whi le 
on the Upward Mobility training plan. 
-- Complete the training plan successful fy in order to be promoted to the target grade 
level. (Note: t ime-in -grade restrictions are waived and special ized experience 
requirements are shortened for promotion from the GS-07 to the GS-09 level. ) 
-- Meet standard career-ladder promotion policies and procedures to be promoted to 
the GS- 11 level. Promotion beyond the targe t level is based upon the fol lowing 
cri teria: 1) you meet the basic qualificat ion requirements (tirne·in· grade and 
special ized experience) for the next higher grade level; 2) you have demonstrated the 
ability to perform at t he next higher grade level; and 3) your performance appraisal 
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at time of review was at least ful ly successful. 

ABOUT YOUR PAY: 
If you are selected for this Upward Mobihty position and currently hold a GS-8, 9 or 
10 grade level posit1on, your select1on will result in a change to lower grade action 
without a reduct1on in your current pay because under this program your pay will be 
set at e1ther l}the lowest step of the bridge/entry grade level that equals or exceeds 
your current rate of pay, OR 2) pay retention at your current salary level if the step 
10 rate of the bridge/entry grade level is lower than your current salary. 

Th1s pos1tion is designated as Low Risk and requires a background investigation. 
Unless an appropriate background investigat ion is already on record with the Office of 
Personnel Management, you must undergo a background investigation . 

HOW YOU W I LL BE EVALUATED: 
You wi ll be interviewed by t he Upward Mobility Screening Panel if you: 
l )Meet the Upward Mobility Program's area of consideration and position/eligibility 
requirements as stated within th is announcement; AND 
2)Submit a complete appl ication as outlined in the "How To Apply" section to include 
required supplemental information and written responses to the each of the 
occupational questions that were determined to be basic job elements/needs for th is 
Upward Mobili ty tra inee posit1on . Elements may include general knowledge, skills, 
abilit ies and/or personal characteristics necessary for successful performance of the 
TARGET pOSition. 

The job elements determined for this Upward Mobility posit ion are: 

l)Ab1hty to mamtain effective working relationships wi th a variety of staff, 
management, and admmistrat1ve support team members. 
2)Ablhty to plan, coordmate, and establish work tracking systems to monitor action 
1tems and office deadlines. 
J)Ab1lity to manage the administrative functions of an office . 
4)Ability to analyze organizational and operational problems and develop solutions. 
S)Ab11ity to arrange meetings, conferences or workshops. 
6)Ab1lity to orally commun1cate with a variety of audiences. 
?)Ab1lity to commun1cate in writing to a variety of audiences. 
To preview question s p lease cl ick here. 

BENEFITS: 
Benefits will not change for current permanent EPA employees. 

OTHER INFORMATION: 
This information is used to determine you r qualifications for employment. The use of 
th is information is authori zed under Title 5 USC, Sections 3302 and 3361. 

I f you are selected, travel, transportation, and relocation expenses wi ll not be paid by 
EPA. Any travel, transportation, and relocation 
expenses associated wi th reporting to work in this posi tion will be your responsibility. 

If you do not meet the Upward Mobility Traming Plan requirements or you Withdraw 
from the Upward Mobility Program prior to completion of the tra~ning plan, as a 
current FPA employee you will be returned to your former or comparable position of 
the same grade and promot 1on potent1al. If you request to withdraw from the 
Upward Mobility Program based on your own reasons, you must submit the request 1n 

wnt~ng to the Upward Mobility Coordinator. 

HOW TO APPLY: 
You are strongly encouraged to read the entire announcement before you submit your 
application for th1s position. 

To beg~n the appl ication process, cl ick the Apply On-line but ton to the r ight on th is 
screen: follow the prompts to log -in/ register, submit all required documents, and 
complete the assessment questionnaire. To be considered, you must submit a 
complete appl ication package by 1 1 : 59 PM Eastern t ime on the closing date of th is 
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announcement. 

All required supporting documents will be collected electronically via the USA Jobs 
document portfolio feature. 

If you cannot apply on-line, contact the Human Resources Office listed to the right for 
assistance at least three business days prior to the closing date of th1s 
announcement. Reasonable accommodations will be provided on a case-by-case 
basis. 

For detailed Instructions to assist you in ensuring your application package is 
rece1ved, go to http://epa .gov/ohr/ezhire/vacancy_requirements.htm. 

REQUIRED DOCUMENTS: 
Documents to be submitted on-line: 
--Resume clearly stating your experience re lated to this position as described m the 
Duties Section and Qualifications Required Section; 
--Responses to the on-l ine assessment questionnaire; 
--Current EPA Employees: You are encouraged to submit a Noti fication of Personnel 
Action (SF-50). If you fail to provide an SF-50, we wi ll access your Federal 
employment records In e-OPF to verify your eligibil ity to be considered. If your 
eligibility for consideration cannot be determined, your application w ill be rated 
ineligible; 
-- Applicants must submit the required supervisory evaluation form 
for upward mobil1ty: EPA Form 3115-22 (Appraisa l of Other 
CharacteristiCS Needed for Upward Mobility) . This form is available 
at the EPA Intranet on this site: 
http:/ / intranet.epa.gov/oas/fmsd/ forms/3115-22 .pdf 

If you want to know what documentation to submit to our off1ce, visit EPA's web site: 
http:/ /epa .gov/ohr/ezhlre/vacancy _requirements. htm 

AGENCY CONTACT INFO: 
HRMD-LV 
Phone: 702-798-2401 
Fax. 702-798-2433 
Email: TeamVegas@epa gov 

WHAT TO EXPECT NEXT: 

Agency Information: 
Environmental Protection Agency 
US Environmental Protection 
Agency 
Human Resources Management 
Division 
Las Vegas, NV 
89193-8516 Fax: 702-798-2433 

If you meet al l of the el ig ibi lity and application requirements for this Upward Mobility 
position, you wil l be invited to part icipate in an Upward Mobility Screening Panel 
interview . During the panel interview, you w ill be asked to respond orally to the 
same basic job element questions in which you provided a written response at the 
time of application. 

The Upward Mobi lity Screening Panel will consider your resume, wr itten 
questionnaire/job element responses, supervisory appraisal (EPA form 3115-22, 
Appraisal of Other Charactenstics Needed for Upward Mobility), and the JOb element 
oral responses during the interv1ew in order to evaluate and rate your potential to 
successfully perform the higher level work required by the target grade level of the 
Upward Mobility position. The Upward Mobility Screening Panel will ass1gn points for 
each of the basic JOb elements based on the rating plan. 

Based on the ratings of the panel, a list of qualified candidates 
will be referred by the Human Resources Management Division to 
the selecting off1c1al. 

Access your USAJobs account to v iew the status of your application . 

Information on this process is available on the USAJobs home page under First Time 
Visitors. 
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